User Guide for ParkConnect Education
Bush Kinders
ParkConnect Education allows Early Childhood educators to notify Parks Victoria of their intentions
to establish and run a bush kinder. Previously, Early Childhood educators submitted a hard-copy
Group Activity Statement for their bush kinder. ParkConnect now allows Early Childhood educators
to submit the same information from the hard-copy form through an online portal, called an
Education Group Activity form.
Using an online portal means that Early Childhood educators can manage all their Education Group
Activity forms and bush kinder communications with Parks Victoria in one place.
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Victoria’s network of parks and reserves are an integral part of Aboriginal cultural landscapes. Parks
Victoria respects the deep and continuing connection that Traditional Owners have to these landscapes
and recognises their ongoing role in caring for Country.
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Contact Us
We welcome all enquiries and feedback on the Education Group Activity form. If you wish to provide
feedback or have an enquiry, please email education@parks.vic.gov.au. Please note that the more
information you provide us, the easier it is for us to assist you.
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Creating an Education Profile on ParkConnect
1. Sign up to ParkConnect by registering your email address and creating a password.

2. After clicking the Register button your profile page will appear. Fill in your personal details under the
Your Information section.

3. Select the type of account you would like to create. To access the Education portal on ParkConnect,
you will need to select an Education account. You can select multiple account types if you would like
access to several areas on ParkConnect.
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4. Using the Affiliated Organisation look-up function, select the kindergarten or early childhood centre
that you work at. If the name does not appear in the list, please email education@parks.vic.gov.au
to have it added. You will need to provide your organisation name and location.

5. Complete the declaration to accept the ParkConnect terms of use and privacy statements.
6. Click the Update button at the bottom of the page.

7. A message will appear at the top of your profile prompting you to confirm your email address. Click
the Confirm Email button.

8. Check your email and follow the ParkConnect confirmation instructions.
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Finding the Education Group Activity Form
1. Log in to ParkConnect.
2. Hover over the Education menu, and select My Excursions from the list.

3. The My excursions page displays any upcoming Education Group Activities you have submitted
through ParkConnect. Click the Add Excursion button to open a new form.
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Completing the Education Group Activity Form
General details
1. Choose your arrival and departure dates and times. To select the date, click on the calendar button
and click on the correct date. To select the time, click on the clock at the bottom of the calendar and
choose your estimated time for arrival and departure.
N.B. If you are a bush kinder that would like to visit a park regularly, we recommend you select
your very first session as your arrival date and your very last session as your departure date.

2. Type in the total number of adults and total number of children that will be attending each session.

3. If you will be present for each bush kinder session, tick Trip coordinator is the on-site contact. Ticking
this box will save your personal contact details in the form. If you are filling out the form on behalf of
another staff member, please complete their details in the on-site contact name and on-site contact
mobile fields.

4. If you have any general comments about your bush kinder plans, please enter them into the
comments box.
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Additional details
1. Please tick the boxes after considering your group’s safety requirements and how you will meet the
Adventure Activity Standards and the Minimal Impact Guidelines.

N.B. Once you have filled in the first section of the form, please click the Add Rest of Details button.

Itinerary
Adding an itinerary to your form is an important step, as it contains the name of the park you will be visiting
and the activities you will be undertaking. If you are planning to run regular bush kinder sessions, you can list
the dates of these sessions by adding several itineraries.
1. To begin, click the Add an Itinerary button.

2. Select the arrival and departure dates and times of your first bush kinder session.
3. Select the park you will be visiting by clicking the magnifying glass and searching for the park name.
If there are multiple options available for the same park, select the name with ParkRes as the source.
If you are uncertain of the park name, you can search for the location on the Parks Victoria website.
4. Select the activity that you will be conducting in the park by clicking on the magnifying glass. Bush
kinder programs fall under the Nature Play activity.
5. In the comments box, name or describe where the bush kinder will be located within the park. This
will help rangers to find your group and to manage the number of kinders in the area so that
everyone has an enjoyable and safe experience.
6. Select the management area by clicking on the magnifying glass. If there are multiple areas, choose
the most appropriate area using the Area Map as a guide.
7. Once you have filled out all the itinerary fields, press the Save and Close button. The itinerary will
now be visible in the table.
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8. If you are visiting the park for bush kinder multiple times, you can add several itineraries for each
date.
9. If you wish to view or delete an itinerary, click on the down-arrow in that itinerary line.

Learning areas and year levels
If you wish to identify the students’ year level and subject area you may do so in the Learning areas and year
levels section.
1. Click on the Add Year Levels or Add Subjects button.
2. Choose the year level from the list.
3. Press the Submit button when completed. The year level and subject area will appear in the
appropriate field.

Upload documents
If you wish to upload a more detailed bush kinder program plan, a map, risk assessment or any other
supporting materials you may do so in the Upload documents section.
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1. Click on the Upload Document button.

2. Provide a name for the document you are uploading.
3. To attach a document, click the Choose File button. Select the document you wish to upload from
your computer.
4. Once you have attached the document, press the Submit button. The document name should be
visible.

Submit
Please ensure you have completed the form to the best of your ability before pressing the final Submit
button. Once submitted, your form will be sent to Parks Victoria for review and you will be unable to edit
any fields.
N.B.: Please email education@parks.vic.gov.au if you need to urgently edit any fields in your form.
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Viewing, Copying and Cancelling Your Education Group Activity Forms
My excursions
The My excursions page displays all Education Group Activity forms you have submitted through
ParkConnect. My excursions allows you to view, copy and cancel your Education Group Activity forms.
1. Hover over the Education menu, and select My excursions from the list.
2. The My excursions page automatically displays any upcoming Education Group Activities you have
submitted through ParkConnect. Upcoming activities are called My open excursions. If you wish to
view Education Group Activities that have occurred in the past, toggle the view to My closed
excursions.

Viewing the details of a submitted form
1. Select the form you wish to view from the list available in either My open excursions or My closed
excursions.
2. Click on the down-arrow to the right of the form you wish to view and select View Details. This will
open a read-only form for you to view.

Copying a previous form
If you decide to continue your bush kinder sessions in the same park, you can copy a previously submitted
form to save time. If you copy a form, you will need to update the arrival and departure times and dates in
both the general details section and in any itineraries. You will also need to update previously uploaded
documents.
1. Select the form you wish to copy from the list available in either My open excursions or My closed
excursions.
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2. Click on the down-arrow to the right of the form you wish to copy and select Copy Excursion.

3. The copied form will now be visible at the top of your My open excursions list. Click on the downarrow to the right of the copied form and select Edit Excursion.

4. Once the form opens, update the arrival and departure times and dates in the general details
section.

5. Scroll down to the Itinerary section. You will see that the start and end date fields are blank. Click on
the down-arrow and select View Details to update the times and dates.
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6. Click Save and Close when you have updated the itinerary with the new dates and times.
7. When you have completed all the necessary edits, scroll to the bottom of the form and press the
final Submit button.
Please note that you can update any fields within this form while in the Edit Excursion mode.

Cancelling a submitted form
If you are no longer able to complete your bush kinder sessions, you can let Parks Victoria know by
cancelling you Education Group Activity form through ParkConnect.
1. Find the form you wish to cancel in the list of My open excursions.
2. Click on the down-arrow to the right of the form and select Cancel.

3. Select a cancellation reason from the drop-down list and click Submit.

Any cancelled forms will appear in My closed excursions. You can still view the details of cancelled forms and
copy them if you wish.
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